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Objectives

Upon completion of this activity, the employee will be able to use the following screens in KWIC
Client Services to support the Breastfeeding Peer Counselor role.

BFPC Summary Windows — Contact and Topics

1.

2. Notes

3. Referrals

4. Nutrition Education Topics and Handouts

5. BFPC Referral and Contact Reports
Introduction

The information in a portion of this module is taken from limited pages in the “Certification
Guides” training module, but limited to screens that might be used by the BFPC. BFPC Summary
contains two windows for use by BFPCs only — Contact and Topics.
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DOB 12/26/1990
WIC Category PG

Elig. End 01/31/2014
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Complete
Complete
N/A
Tested 07/18/2013
Complete

Complete

N/A
A
Referrals

N/A

WIC Active PG

Cert. Period 07/18/2013 to 01/31/2014

Priority 1 HR

You can use two ways to access the
screens presented in this module:
1.

The dropdown “Services
menu” at the top of
every screen, or

The “Quick Links™ at
the left of every screen.
Please note- the BFPC
summary screens are
only available in the
“Services menu”
dropdown.

Extra Information for Breastfeeding Peer Counselors

2

Due Date 11




In this module we will use the pregnant client Lisa Lemon and breastfeeding
client Peggy Plum as our examples.

Before you proceed farther, use the Find Client screen to find Lisa and Peggy
and retrieve their KWIC record.

Because the training environment is “redated” every month, the dates you see in
the KWIC training environment will not be the same as in these screen shots.

Please “click along” as you read.

Group Members
Lisa Lemon

[T] Hide Inactive Clients
Add Mew Group Member

Quick Links for
Lisa Lemon
Demographics
Flowsheet

Motices

Motes

WIC Certification

Lisa Lemon
100112598 Gender Female
DOB 06/28/1989, 24 Years

Notices
Lisa

Next Appointment

WIC Active PG
Cert. Period 10/08/2013 to 04/30/2014
Priority 1

Lisa

DOB 06/28/1989
WIC Category PG

Elig. End 04/30/2014

Schedule Appointment

Dual Participation Proof of Residency Complete
iliclieasies Proof of Income Complete
Blood Measures _—
Health Interview Proof of Identity Complete

R e Proof of Caregiver Identity N/A
Nutrition Education —_—
Referrals Dual Participation Test Tested 10/08/2013

Change Due Date

Basic Contact
Record End of PG Complete
History-Client Goals Hct/Hab Complete
History-Health Int . A
! =1 neenview Special Authorization
History-Issuance
History-Mutrition Education Survey N/&
Rights & Responsibilities I
End WIC Eligibility Letter
Check Pickup a ty M
Sign for Checks Referrals Referrals
Immunizations N/A

Cautions [ ]
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Referrals

Click the Referrals link in Quick Links (or use the dropdown menu from “Services”) to open the
Referrals window for Lisa Lemon. Notice that there are two sections to this window — “Current
Referrals to Client” at the top and “Sources of Client’s Referral to WIC” at the bottom.

Normally you will see a screen like this, with referrals already made from the certification. In the
training environment, Lisa was certified with several referrals.

10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013

[Child Support Enforcement v @

[Food Stamps v C
[Medicaid v] €
[TaF -]

[Breastfeeding Peer Counselor -|

[Energy/Utility Bill Assistance ~|
[Healthy Start v

[Maternal & Infant Program '] L
= -

e e @ @ @ @ @

Add

Cancel

Current Referrals to Client

In the real Client Services, the following mandatory referrals are always displayed in the Current
Referrals to Client section and appear first:

Child Support Enforcement

Food Stamps (Kansas Food Assistance Program)

Medicaid — (Health Wavel9 Card)

TAF (Temporary Assistance for Families) Clients may know this as “Cash Assistance.”

To Document A Referral Made To The Client:

Select one of the following referral codes for each of the mandatory referrals:

Has — indicates the client currently has/receives the services.
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Referred — indicates staff referred the client to the service. The client may or may not be
interested in the service at this time. If you tell them about the program and they are not
interested, still mark “Referred”.

Applied — indicates the client has already applied for the service.

Not Applicable — indicates the service is not applicable to the client. For instance, Not
Applicable would be appropriate for Child Support Enforcement when a woman is married
to the father of her child.

To make another referral or document that the client is enrolled in another service program, click
the [Add] button in the Current Referrals to Client section of the screen to get a blank line and then
click in the blank Service box. Select the name of the service from the Service drop-down display.
Use the Scroll Bar to see more Referral choices.

Mark “Has”, “Referred” or “Applied” as appropriate. Add any other lines for other services as
needed.

For instance, let’s say that while talking with Lisa, you encouraged her to see her doctor. Follow
these steps to document that you made this referral.

10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013
10/08/2013

Click the Add button to a blank line. Click in the blank Service box, scroll down to find
“Medical Care Provider” and click it to select it.

Click the Referred button

Click Save

If you add too many blank lines, click the Delete button if a blank service line is not
needed.

A note may be added in the Note field.

Heartland Share “) @
Homeless Shelter
Immunizations
Infant-Toddler Program

Job Training Program
KanBeHealthy

Kansas Tobacco Quitline

La Leche League

LaLeche League

Lead Abatement

Legal Assistance

Manual Breastpump Program
Maternal & Infant Program .
Medical Care Provider «—
Mental Health Services

Multi-user Breastpump Program

Other E
Parents As Teachers

School Lunch/Breakfast Program

SFSP (Summer Food Service Prog

SHS

Single User Breastpump Program

HEHE R E YRR E

e e e e e e

Do not leave blank referral lines. If you have a blank line, the window will not save. Use the
[Delete Line] button to “erase” a line that was added, but not needed.
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Inactivated service choices are shown in red print. Local Staff with KWIC Administrator security
status are allowed to add locally specific names of services. (Refer to KWIC Administrator
module.)

Source of Client’s Referral to WIC

It is optional to document the source of a client’s referral to WIC. Clinics might want to do this if
they have been having a particular outreach campaign and want to collect data to determine if the
outreach to a particular source was effective.

As a BFPC, you will usually never use this part of the screen, but the process of using the [Add]
and [Delete Line] button is the same.

Skill Builder

Use Lisa Lemon’s Referral screen.
1. Document that you referred her to La Leche League.

2. Add a referral line and select BFPC Program. Document “Referred.” Once you contact
Lisa and she has agreed that she wants you to continue contacting her, your supervisor may
want you to return to the Referral screen and mark Lisa as “Has” for the BFPC Program.
Be sure to ask you supervisor if you should do this for clients who agree to participate in
the BFPC Program.

Repeat reminder — Ask your supervisor if you should mark a client as “Has” for the
BFPC Program on the referral screen if they agree to participate.

Notes

Click the Notes link in Quick Links (or use the dropdown menu from “Services”) to open the
Notes window for Lisa Lemon. You can write a note at any time, no matter what the client’s
certification status. When you click on the Notes link, you get a window that will be blank for a
new client. In the top section of the window, there is a list of all past notes. By the time a BFPC
enters a note there should be at least one other note already entered by staff.

You can click on a line and open a past note to read the contents. For Lisa, there should be at least
one note already entered. Click on the note line to open the note text in the lower part of the

screen.
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To read an existing note: 0 ﬂg

ug,llmulwt@ New Cert R . . .
7CI|ck the desired Note line and

the note will open in the lower
portion of the screen.

Title  New Cert

Note
Mia is very underweight and is at risk with this pregnancy. She will talk to doctor about supplements.

Created 09/17/2013 11:50 AM by Martha Hagen zt Butler County WIC Clinic

()|

Please Note: BFPC’s will usually add notes on the BFPC Summary Contact Window. Notes
written there will auto-generate on this Notes window.

To get space to write a new note, click [Add] in the Notes window. This will open an area in the
bottom of the window.

e Title — Make a title that indicates the purpose of the note for future readers. The title might
be simple, such as “BFPC” for one of your typical contacts. On the other hand, you might
be more descriptive when you make a note about a particular problem.

For example, you are documenting that a breastfeeding mom called you with a problem
about soreness. Which would be a better note title for you to use? “BF call from mom” or
“BF Problem — Sore”? Making a descriptive title would help you go back and quickly read
the correct note again. It also will draw the attention of other WIC staff when they work
with this mother.

e Note body — Tab or click from the title to the note body and enter your text.

e Click [Save], then [Cancel] to close the window.

Extra Information for Breastfeeding Peer Counselors
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Editing Notes

Once you save a note, it is protected from editing. (We tried to allowing editing after saving, but
portions of notes were occasionally lost.) The system allows you to leave the Notes window open
while working with the client record without saving. This allows you to update the notes as you
work your way through the conversation (assuming you are actually in KWIC and making notes as
you go along rather than adding a note later.) Other windows can be accessed using the menu drop
downs, quick links or clicking on the Window menu item and selecting the desired tab. However,
you cannot change clients or move between family members without saving.

If you have saved your note and need to add more, make a new note for your additions or
corrections. You are strongly urged to title such a note “Corrections to BFPC note” or Addition to
BFPC note” or “BFPC note, part 2” as appropriate.

Copying Notes

There might be times that you want to put the same note in the record for more than one family
member. For instance you want to record the same information in records for both mom and baby.
There are two ways you can do this.

e Make a note in the second record that just says something like “See BFPC note in XYZ’s
record.”

Or...

e Copy the note from the first family member into the record of the other family member.
o Highlight the note text.

Right click the mouse to get a drop-down box.

Select “Copy”

Open the Notes on the other family member

Use the Add button to create a new note

Write the desired title

Right click in the text area for your new note to get a drop-down box.

Select “Paste”. Add any more specific information if desired.

Save the note for this client.

@ STOP and STRETCH!

O O O O O O O O
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BFPC Summary Windows

Information about clients enrolled on the BFPC Program is entered on the BFPC Contact
Window. Open Lisa Lemon’s BFPC Summary by clicking on BFPC Summary in the “Services"
menu dropdown. (See Page 2 of this module if questions.) There are two tabs in the BFPC
Summary — Contact and Topics.

If WIC staff has made a referral to the BFPC Program on the Referral window, the Referral Date
on the BFPC Summary contact screen will be auto-filled. The contact date is auto-filled with

today’s date — you can change it by clicking on the calendar button to the right of the date and
selecting a different date.

BFPC Summary @ Notices &
K Sierra Siarra

Currently Viewing:

Referral Date 09/10/2014 / Fully Breastfeeding: @ Yes No
Contact Date 01/22/2015 .
i [i] Date Breastfeeding Stopped 00/00/0000
Contact MethodF -

Date Formula/Milk Introduced go/00/0000

Contact Successful; ¥ f
Yes No Date Breastpump Issued 09/10/2014

Type of Contact: iti =
ve Initial © Follow Up Type of Breastpump Issued  SingleUser

Next Contact Date 00/00/0000 [33]
[[] Immediate Attention ] Remove from BFPC Program Caseload

Contact Screen

The Contact Screen allows you to enter information for each of your clients. Click on the Contact
Method drop down arrow to select the type of contact you are completing.

Referral Date | 01/22/2015 Fully Breastfeeding: () ves () No
Contact Date 01/22/2015
orac e EF i E 1\1 Date Breastfeeding Stopped 00/00,/0000
Contact Method ,
Clinic Visit g Date Formula/Milk Introduced po/o00/0000
Contact 5 sful: | Email
oract SecessT Grrr::a:p or Class Date Breastpump Issued 00/00/0000
TYpe of Contact: Home Visit Type of Breastpump Issued
Hospital Visit
Mail
Other
Phone Call
Mext Contact Date Text Message
I | Immediate Attention [7] add to BFPC Program Caseload

Extra Information for Breastfeeding Peer Counselors
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Choose whether the contact was successful (yes or no.) You will enter more information about the
contact on the topics tab. When you click Contact Successful (yes or no), you must then complete
Type of Contact (Initial or Follow Up)

Contact Successful: @ ves Mo

Type of Contact: ¥ Initial ) Follow Up

If the client wants to be enrolled in the BFPC Program — select “Add to BFPC Program Caseload”
in the Caseload Management Section. The Caseload Management message then changes to
“Remove from BFPC Program Caseload” after saving. When the client is no longer followed by
you, remove them from the program by clicking the box next to “Remove from BFPC Program
Caseload.”

Add to BFPC Program Caseload

If the client is breastfeeding, choose whether the client is fully breastfeeding in the Breastfeeding

Information Section. If the client is pregnant, this section can be ignored. The Date Breastfeeding
Stopped should be entered if the client tells you she has stopped breastfeeding. You can also enter
the date when formula is started.

Entering the Date Breastfeeding Stopped auto-generates a note on the Notes Window, “BFPC-
Updated Breastfeeding Frequency.”

Before checks can be issued the next staff person, who can issue checks, must read the note, click
the save button to close the Notes Window, and update the food package then checks can be
printed. This ensures the food package for the mother is updated appropriately before issuing
checks. Below is an example of what a staff person who is issuing checks will see.

H ;Lirr:i:cl';ecks 3 Notices ' This is the Print Checks window —
staff is warned that they must read
your update.
Sierra Adams test BF Excl BF or Mostly BF/ /
PG =1
Not Issued Issued 01/21/2015 Must Read BFPC Note Must Read BFPC MNote

Azsign Food Package
First Use 01/21/2015
View

Samuel Adams I

test ) ) i
Mot Issued Exclusively BF Exclusively BF Exclusively BF

Azsign Food Package

The staff person must open the note on the Notes tab and click save before any checks can be
printed.

Extra Information for Breastfeeding Peer Counselors
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LD UDFWLY 10D, £33 TEArs FTIUrLy L

Motes B Print Checks @ Motices @
« Sierra Sierra Siarra

(=)

Add

01/22/2015 sandi Fry BFPC Contact P
01/22/2015  Sandi Fry BFPC - Updated Breastfeeding Frequency
01/22/2015 sandi Fry BFPC Contact
09/10/2014  Becky Trinkle BFPC Contact
09/10/2014  Becky Trinkle BFPC Contact
09/10/2014  Becky Trinkle Breastpump Issuance
09/10/2014 Becky Trinkle test
Title BFPC - Updated Breastfeeding Frequency
Note BFPC Mote Read
Breastfeeding frequency was updated by Sandi Fry on 1/22/2015. The Stopped Breastfeeding date entered is
1/2/2015.
Created 01/22/2015 01:16 PM by Sandi Fry at Main WIC Clinic-Sedgwick Co

Save | [ Cancel |

If the client is a breastfeeding client, the Date Breastpump Issued and Type of Breastpump Issued
fields are auto-filled if the client has been issued a breastpump in the Issue Breastpump screen.
You will have to check the Issue Breastpump screen to see if the client is issued a manual or single
user electric breastpump as in the line “Type of Breastpump Issued” only MultiUser or SingleUser
are listed. Lisa Lemon is a pregnant client and breastpumps can only be issued to breastfeeding
clients. Open Peggy Plum’s [Issue Breastpump] tab in the [Client] drop down and issue Peggy a
Multi-User Electric breastpump. Select an available breastpump and put in a return date one month
from now. Be sure to select a reason provided and add a note. Click [Save.] You will need to
complete the additional contact information and click [Save.]

Fully Breastfeeding: ) Yes ) No

Date Breastfeeding Stopped 00/00/0000
Date Formula/Milk Introduced oo/o00/0000

Date Breastpump Issued 09/25/2013
Type of Breastpump Issued | MultiUser

Extra Information for Breastfeeding Peer Counselors
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The last item to complete on the Contact screen is the Next Contact Section if a future contact is
planned. This date is listed on the BFPC Referral Report. The report is discussed further along in
this training — running the report lets you know when the next contact for this client is planned.
Clicking the Immediate Attention box flags the client’s contact as important.

Next Contact

Next Contact Date 00/00/0000 [i3]
Immediate Attention

Now you are ready for the Topics Tab

Topics Screen
Click on Lisa Lemon’s topics tab in the BFPC Summary screens.

BFPC Summary Notices
Sierra

BFPC Summary: [ Topics ] View BFPC Topic History ’

Currently Viewing: Topics

Available Topics Discussed Topics

Baby fussy/colicky = Discussed Topic
Baby’s bowel movements 01/22/2015 [ Breastfeeding barriers

Basic breastfeeding technique (position/latch)
01/22/2015 [i5] i
Breastfeeding in the 1st month il LinLil

Breastfeeding management
Breastfeeding in public -

MNote
kd

Contact History Topics History
Date Staff Person Recorded Discussed Topic

9/10/2014 Becky Trinkle
9/10/2014 Becky Trinkle

MNote History

| Save |[ Cancel |

The Topic tab allows you to quickly document topics you have discussed with a client.

The topics are listed in alphabetical order on the left and are specific to client category — pregnant
or breastfeeding. To select a topic for a client:

Extra Information for Breastfeeding Peer Counselors
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e Highlight the topic in the Topics mover box on the left and click the include arrow or
e Double click the topic on the left.
To move topics back:

e Highlight the topic in the list on the right and click the exclude arrow or
e Double click the topic on the right.

You must write a note. Your note auto-fills the Notes Window in KWIC. The title is auto-
generated as BFPC Contact.

Contact History, Topics History and Note History allow you to see past contact information for the
client. To read past contact information, click on the date in the Contact History Section.

Contact View BFPC Topic History

Currently Viewing:

Basic breastfeeding technique (position/latch)

Test 092313

Breastfeeding benefits

Breastfeeding in the 1st month \:l
Breastfeeding management

Breastfeeding in public

Breast milk storage

10/15/2013  [iF] Breastfeeding barriers

Note
note

10/13/2013 Karen Meek 10/13/2012 Breastfeeding barriers
10/13/2013 Breastfeeding in the 1st month
10/13/2013 Breast milk storage
1N/12/7012__Rahv’s hnwel movamante

Note History
Discussed returning to work and to start pumping when infant 3 weeks old.

Skill Builder

Open Lisa Lemon’s BFPC Summary screen. If you have not already marked a contact for
today, do so and complete the Contact window as follows:

Change the contact date to a couple of days ago. Change it back to today.

Select a contact method.

Say “yes” the contact was successful and indicate the type of contact was an initial contact.
Since Lisa is pregnant the Breastfeeding Information section does not need to be completed
at this time.

Be sure to add Lisa to your BFPC Program Caseload.

Select a date that you will contact Lisa next week.

Awnh e

ISRl
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Complete the Topics window:

N

Select two topics that you discussed with Lisa today.

Write a note.

Be sure to [Save]. Hint — if save is not highlighted then you forgot to complete a required
box — look for a tiny red box in the upper left hand corner of a field — that is your clue you
forgot something essential.

Now select [Notes] in the Quick Links and read your note that was auto-generated. Your note will
not show up in [Contact History] information unless you close Lisa’s BFPC Summary tab and

reopen.

Open Peggy Plum’s BFPC Summary screen.

oo ~owbdhE

o N

Leave the contact date as today.
Select a contact method.

Say “yes” the contact was successful and indicate the type of contact was an initial contact.
Complete the Breastfeeding Information as fully breastfeeding. Notice that the date
breastpump issued field is filled and type shows up as MultiUser.

Add Peggy to your BFPC Program Caseload.

Select a next contact date. If you select the next contact date for next week, Peggy will
show up on the reports we will discuss below with Lisa!
Select the Topics window.

Select a topic you discussed with Peggy and write a note.
Be sure to [Save].

@ STOP and STRETCH!
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BFPC Referrals Report

Find the BFPC Referrals Report in the “Reports” drop down list — the BFPC reports are near the
top so you might need to scroll up. The name for this report may confuse you — it has a two-fold
purpose. This report can be generated for a specific date range so that BFPC’s can find new client
referrals to contact and can track when to make additional client contacts.

» | Show/Hide Report Parameters

Referral Date: From ~0D0/00/0000 [i]to 00/00/0000
Agency Select Clinic .
@ Clinic [Mission WIC Clinic-Johnson Co | Next Contact Date: From '00/00/0000 [z to 00/00/0000

When you mark “next contact date” for a client on the BFPC Contact tab, that date will appear on
this report. Running this report the first of every week lets you know who you plan to contact in a
given week.

Run the report to show next contact dates

To generate the report to show clients’ projected contact dates select the date range that you want
the report ran for in the [Next Contact Date] fields. If you select no “to” date the report will run
until your last next contact date.

The report shown below tells you the client’s name and ID number, category, the date they were
referred to you, when you last contacted them, when they are due or delivered, their telephone
number and when you should contact them next. If you marked immediate attention, there is a
“yes” in that column. Basically that is just a quick reminder for you that you were concerned about
this client. The report can be printed or saved as an Excel spreadsheet.

Kansas WIC Program
BFPC Referral Report
BFPC Referrals with Next Contact Date: 12/08/2014 to 12/19/2014
Agency:  Butler County WIC Agency

Clinle:  Butier Caunty WIC Clinic Referred Ccl)_:tse:ct Deliveryl  Telephone Ct'j:t)::ci Immediate
Clientld Client Name Category Date By Date Due Date Number Date Attention

BF 11/14/2014 Vicky Wiebe 10/08/2014  10/28/2014 12/18/2014

PG 10/02/2014 Vicky Wiebe 10/08/2014  01/25/2015 316-243-0033  1210/2014

Pis 1070272014 Vicky Wiebe 10082014 0311002012 316-243-6943 1211072014

BF 10/02/2014 Vicky Wiebe 10/29/2014  09/25/2014 316-305-0876  12/17/2014

PG 08/30/2014 Vicky Wiebe 10/08/2014  04/15/2015 3164521882  12M17/2014

PG 09/30/2014 Vicky Wiebe 10/08/2014  03/29/2015 316-435-2018  12/17/2014

PG 09/24/2014 Scott Franks 10/08/2014  01/23/2015 316-347-9319  12/18/2014

PG 09/23/2014 Vicky Wiebe 10/08/2014  03/12/2015 316-7753-7576  12/18/2014

PG 08/23/2014 Vicky Wiebe 10/08/2014  01/01/2015 316-641-0321  12/18/2014

PG 09/16/2014 Vicky Wiebe 10/07/2014  03/26/2015 316-570-3620 12/17/2014

BF 08/05/2014 Vicky Wiebe 10/07/2014  08/25/2014 316-680-8004  12M17/2014

=1~ NQMAGIMINAA Vinkw Winka ANINQIINAA ANII2IINAA 124219044
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HINT If you do not put in a next contact date, the client will never show on the contact report.
If you do not know when you want to contact a client next, select a date in the future that you will
“check” on this client such as two months in the future. In two months the client will show on the
report and you can decide to contact them, keep them in your caseload or remove them from your
caseload. That way you do not lose track of the client.

Run the BFPC Referral Report to see the next contact date for Lisa Lemon and run the Contact
Report to see your contact and planned contact for Lisa Lemon.

Run the report to show referrals to you from other staff

This report also can be generated to find what clients have been referred to you so that you can
contact them. For example, it is Monday and you want to know what clients were referred to you
last week. Run the report for the dates of the week before to find new clients that have been
referred to you by clinic staff. The report below was run for one week — this BFPC had two
referrals.

| Show/Hide Report Parameters

Referral Date: From 12/01/2014 [Eto 12/05/2014

Agency Select Clinic

[Butler County WIC Clinic

- Mext Contact Date: From 00/00/0000 [i5]to 00/00/0000

@ Clinic

By | &% | En(E- S Gh 100% - 11
Kansas WIC Program
BFPC Referral Report
BFPC Referrals with Referral Date: 12/01/2014 to 12/05/2014
Agency:  Butler County WIC Agency
Clinic:  Butler County WIC Clinic Last Next
Y Referred Contact Delivery/  Telephone Contact Immediate
ClientId _ Client Name Category Date By Date Due Date Number Date Attention
| 12/04/2014 Scott Franks
PG 12/04/2014 Scott Franks 06/15/2015

STOP and STRETCH!
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BFPC Contact Report

The BFPC Contact Report is run to report who you have contacted or attempted to contact for a
specific report range. For example, the report can be run for an entire quarter and used to
complete the BFPC Quarterly Report Form. It can also be run to determine the number of
currently participating clients for a specific BFPC.

~ | Show/Hide Report Parameters

Contact Date: From “00/00/0000 []te 00/00/0000
Agency Select Clinic g ’

@ Clinic [Mission WIC Clinic-Johnson Co ~ | BFPC |

Currently Participating

To run the report, enter a Contact Date from and to that you want information. If running for the
first quarter of the Federal Fiscal Year, you would select [Contact Date:] From October 1, 20
to December 31, 20__. You would not want to check Currently Participating because you want
all clients during that period and some may have been removed from the program. The report tells
you all the clients on the program during the period selected, type of contact (clinic visit, home
visit, mail, phone call, text message etc.), if the visit was an initial visit or follow up and if it was
successful. The report also lists the date added to the BFPC Program or removed from the BFPC
program if those dates were in the time range selected.

~ | Show/Hide Report Parameters

Contact Date: From 10/01/2014 [Elto 12/31/2014 Ge——

Agency Select Clinic
@ Clinic |Butler County WIC Clinic -| BFPC [ ——— v
Currently Participating
By | 4% Ep (BB~ O Gk 100% o B

Kansas WIC Program
BFPC Contact Report
Butler County WIC Clinic
BFPC Contacts for 10/1/2014 - 12/31/2014

Agency:  Butler County WIC Agency

Clinic:  Butler County WIC Clinic
Date

Staff: :l Date Removed
Added to From
Contact Contact Type of BFPC BFPC  Data Entry
Client Id Client Name Category Contact Date Method  Successful? Fully BF? Contact Program  Program Date

To generate a list of the BFPC total caseload, be sure to check the Currently Participating box.
This lists all the clients that have had the box “Add to BFPC Caseload” checked on the BFPC
Summary Contact window.
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Saving the Contact Report as Excel and Using an Excel

Spreadsheet

This report can be saved as an Excel spreadsheet so that you can “manipulate” the data.

Agency:  Barton County WIC Agency
Clinic: ~ Barton County WIC Clinic

saft. [ ]
Client Id Client Name
10523852  Lewis, Vanessa L BF
PG
PG
BF
BF
BF
PG

Kansas WIC Program

BFPC Contact Report

Barton County WIC Clinic

Category Contact Date

12/16/2014
12/16/2014

12/16/2014
12/16/2014
12/16/2014
12/16/2014
12/16/2014

Contact
Method

Clinic Visit
Text
Message
Phone Call
Mail

Mail

Mail

Mail

Contact

BFPC Contacts for 10/1/2014 - 12/31/2014

Type of

Successful? Fully BF? Contact

Yes
Yes

Mo

Yes
Yes
Yes
Yes

Yes
Yes

Yes
Yes
Yes
Yes
Yes

Followup
Followup

Initial

Followup
Followup
Followup
Followup

Date
Added to
BFPC
Program

12/16/2014

Date
Removed
From
BFPC
Program

Data Entry
Date

12/16/2014
12/16/2014

12/16/2014
12/16/2014
12/16/2014
12/16/2014
12/16/2014

print_(] [ Save As | [] Close ]

Click the [Save As] button. Your computer will ask you where you want to save the Excel Data
Spreadsheet. You may wish to set up a special folder on your computer and save all the quarterly

reports together.

(= E BB FP C Contact Report

Save as type: | Excel Data Spreadsheet (*.xls;* xlsx)

Once the data is saved as a spreadsheet it can be manipulated like any Excel spreadsheet. For
example, data can be sorted and filtered which makes it easy for you to complete your quarterly

BFPC report. Below is one column from a saved spreadsheet shown as it saves.

HINT: You might want to save your spreadsheet twice — save one with the word
“play” or “filter” in it so if you click wrong you have a “good” spreadsheet to save and
play with once again. And don’t forget to use your undo button!

‘ ContactMethodName ‘

Clinic Visit

Text Message

Phone Call

Mail

Mail

Mail

Mail

Mail

Extra Information for Breastfeeding Peer Counselors

18



This column can be filtered by type — for example all the clinic visits can be grouped together, all
the text messages grouped together, etc.

To filter, highlight the column(s) to be sorted and click on [Sort and Filter] and then select
[Filter.]

Home Insert Page Layout Faormulas Data Review View Acrobat & e = g E3
p— (]
ving 1 1 | == == -
°;" cut Arial 10 ¢ A A SF Wrap Text General - ij ?;d ':;‘d = Z Autogfim ? ﬁ
=3 Copy = ﬂ Fill
Paste B 7 U-~-|5i~ M- A~ E  EEMergedCenter - | $ + % » | %0 ;9 | Conditional Format Cell | Insert Delete Format Sort & | Find &
~ < Format Painter = = Ly B Merg B 0 *0 | ormatting - as Table « Styles + B - 2 |Filter-|select
Clipboard Font Alignment Number Styles Cells Edil 4] sortatez
c23 - 5 %l sortztoa
A B C D E F G H | J K L M # Ccustom Sort...
1 |Account Password [Name Agency Role Notify Date Sent Date  Start Date  Motes Done? 7= | o
2 = Filter
3 train01 {Pt) Snow5? PT
4 train02 (MH) Snow7? MH
E #rainN2 /20" Qaawd? =2

Now click on the arrow at the top of the column in a box that looks like the one to the right of the
column [ContactMethodName] in the screen shot below.

— - == . FEFh E AutoSum v ,ﬁv &a
alculation i = i £
Bad Good Netral Calcu or il | Z
Hypgrl

@] Fill -
j Explanatory ... Followed Hyp. .. ink _ | Insert Delete Farmat & Clear - Sort & Find &

= ~ Filter = Select~
Styles Cells Editing

K L v M N 0
yntactMethodld ContactMethodNam( ~ FullyBreastfeedingind | CaseloadStartDT CaseloadEndDT
A
5} Sotatez

2} sotzton
Sort by Color . 12/16/2014 1:58:27 PM

Text Filters b

Search 2

; (Select All)
[ Clinic Visit

[+ Email

-[¥] Group or Class

-~ Phone Cal
i [f] Text Message

[ OK ][ Cancel ]

To filter for just “clinic visit” click [Select All] which clears all the check boxes and then check
just the [Clinic Visit] box. When you press [OK] only the clinic visit contacts will appear. The
number of rows tells you how many clinic visit contacts you made in the last quarter.
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ContactMethodld || ContactMethodNam( -

4] sotAtez
Z) sotzZtoa
Sort by Colo

Text Filters

Search

Email

r

——) .7 (Select All

Clinic Visit

Group or Class

| sort
|

A
z
Z) sort

Text

Sear

[

OK

][ Cancel ]

AtoZ
Zto A

Filters

rch

Mail

Sort by Color

Email
Group or Class

[ ok

][ Cancel ]

BUT you don’t generally just want to know the number of clinic visits — you need to know if the
client was newly pregnant or newly breastfeeding etc, etc. This calls for more filtering.

return.

HINT: Once you are done filtering, you can turn it off if desired. Click on [Sort and Filter]
again and then [Filter.] All your filtering will disappear and all columns of the spreadsheet

More than one column can be filtered using the method just used above. For quarterly reports most
often you need to know the Client’s Category, Contact Type, and Contact Method.

To start, click on [Sort & Filter] and then click on [Filter] in the drop down box. There are now
arrows next to the name of the column for every column. (see picture below)

Fd9- - |M\e contact report [Compatibility Mede] - Microsoft Exce
m Haome Insert Page Layout Formulas Data Review Wiew Acrobat
B & cut Calibri 11 v A A B = = | ¥~ = Wrap Text General - :ré :EE‘?I Normal Bad Good Neutr:
Faste ji‘:t Pi [Br o I i 55| Emergeacentere | S| % 0 | %8 Ioo’r:“daiﬂ‘anngalv Fomat [T Explanatory I Followed Hyp. mzf
Clipboard Font gnment MNumber Styles
c1 ‘ - J | stgliName ‘ ‘ &
E F G H | J v K L
| 1| pHclientid | -|  clientcategory | - | ContactDT -] CreateDT ~| contactType ~| ContactSuccessfulind - | ContactMethodld - | ContactMethodNam: - |
2 EF 10/29/2014 2:58:36 PM 10/29/2014 3:11:38 PM Initial Clinic visit
3 BF 11/3/2014 2:35:04 PM 11/3/2014 2:41:43 PM Initial Phone Call
4 BF 12/16/2014 3:15:29 PM 12/16/2014 3:19:16 PM Followup Clinic Visit
5 BF 11/26/2014 3:16:59 PM 11/26/2014 3:43:49 PM Followup Clinic visit
& BF 11/25/2014 2:20:05 PM 11/25/2014 2:22:25 PM Followup Clinic Visit
T BF 11/19/201411:58:29 AM 11/19/2014 12:00:58 PM Followup Clinic visit
g EF 10/22/2014 3:01:57 PM 10/22/2014 3:04:31 PM Followup Clinic Visit
9 EF 10/21/2014 3:46:21 PM 10/21/2014 3:47:24 PM Followup Email
10 BF 12/11/2014 10:19:40 AM 12/11/2014 10:20:00 AM Followup Group or Class
1 BF 12/11/2014 10:07:55 AM 12/11/2014 10:11:35 AM Followup Group or Class
12 BF 12/10/2014 12:00:00 AM 12/11/2014 10:12:32 AM Followup Group or Class
13 BF 12/10/2014 12:00:00 AM 12/16/2014 1:44:33 PM Followup

Group or Class

As you did for the [ContactMethodName] in the example"above, click on the down arrow for the
first column you want filtered — in this example let’s choose [ClientCategory] — click on the down
arrow to the right of [ClientCategory].

Extra Information for Breastfeeding Peer Counselors

20



Click [Select All] then click which client category you wish to filter for first. For our example
select [PG] (pregnant) and click [OK]. Now just all the pregnant women will appear in your

spreadsheet.

| pHclientid |~ |
4] sortAtez

%) sotZtoa
Sort by Calor

Text Filters

Search

ClientCategory - |' |
A
Z

Z
A

[ ok

][ Cancel ]

PHClientld |~ |
SortAtoZ
SortZto A
Sort by Color

Text Filters

ClientCategory |~ |_

[ o

][ Cancel ]

o

Repeat this procedure for the columns [ContactType] and [ContactMethodName]. In the
example below “Initial” was filtered for in the [ContactType] column and “Clinic Visit” was
filtered for in the [ContactMethodName] column.

| ClientCategory le
PG
PG
PG
PG
PG
PG
PG
PG
PG
PG
PG
PG
PG

ContactDT
12/9/2014 4:42:29 PM
12/9/2014 2:31:12 PM
11/25/2014 3:43:33 PM
11/25/2014 11:37:51 AM
11/25/2014 10:28:04 AM
11/18/2014 9:33:41 AM
11/4/2014 2:55:12 PM
11/4/2014 11:45:29 AM
10/14/2014 4:47:22 PM
10/14/2014 1:55:06 PM
10/14/2014 10:02:37 AM
10/7/2014 3:13:01 PM
10/7/2014 9:37:13 AM

e |

CreateDT
12/9/2014 4:50:37 PM
12/9/2014 2:44:29 PM
11,/25/2014 3:52:06 PM
11,/25/2014 11:41:00 AM
11,/25/2014 10:30:04 AM
11,/18/2014 9:41:59 AM
11/4/2014 4:57:39 PM
11/4/2014 11:47:55 AM
10,/14/2014 4:49:40 PM
10,/14/2014 1:57:26 PM
10/14/2014 10:07:46 AM
10/7/2014 3:22:33 PM
10,/7/2014 9:42:55 AM

e |

ContactType .‘I’| ContactSuccessfullnd ~
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial
Initial

ContactMethodld ~

Look at the bottom left hand corner of your spreadsheet to see the number of records that match
your filtered data.

234

Sheetl

M A4 » M BemerieemwalocrCounselContact
13 of 201 records found

The filtered data can now be used to complete the Quarterly BFPC Program report. Thirteen
pregnant women were seen as newly pregnant (initial visit) for a clinic visit.
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Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit
Clinic Visit



Clinic:

Quarter: (Check ane)

Todav's Date:

BEPC Supervisor:

BFPC:

. e | e

#

Number of Contacts

Folow Up Frcznant

Telephone Contacts

Artempted gig
£ VISis

<

Clinic Visits

H o —

Groups or Classes

Text

Social Media (Facebook/ Twittes)

Other

Yields to Breastfeeding Expert

Totals

TComtacss Al vE S oF $o0El e aE counied 28 1 3y F4ua 1 cOmEEEE

To find the number of newly pregnant women receiving a phone call contact now click on the
arrow in the [ContactMethodName] column and then unclick “Clinic Visit” and click “Phone

Call” and click [OK].

ontactMethodlid ~ | ContactMethodNam{-T

4] sotatez
%) sotzZton
Sort by Color

Clear Filter From "ContactMethodMame”

Text Filters

]| Cancel |

1 PHClientld ~| ClientCategory |-T| ContactDT -] CreateDT -

116 PG 12/16/2014 1:58:27 PM 12/16/2014 1:59:06 PM Initial
17 PG 11/19/2014 3:22:57 PM 11/19/2014 3:39:20 PM Initial
118 PG 10/29/2014 1:27:25 PM 10/29/2014 1:31:52 PM Initial
119 PG 10/14/2014 4:38:32 PM 10/14/2014 4:43:17 PM Initial
120 PG 10/7/2014 4:20:33 PM 10/7/2014 4:22:38 PM Initial
121 PG 10/7/2014 4:07:56 PM 10/7/2014 4:11:07 PM Initial
122 PG 10/7/2014 3:50:48 PM 10/7/2014 3:55:28 PM Initial
203

ContactType -T|

ContactSuccessfullnd | ~

ContactMethodid -

Now the Quarterly Report Form can be completed with 7 telephone contacts for newly pregnant

women.

HINT: Once you are done filtering, you can turn it off if desired. Click on [Sort and Filter]
again and then [Filter.] All your filtering will disappear and the spreadsheet returns
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How to Remove Duplicate Records

You might also just want to know how many clients are in your caesload. The report prints a

record for every contact you make, so if you see a client 6 times in one quarter that client will show
on the contact report 6 times. Here’s how to remove duplicate records to obtain an unduplicated

count of clients.

P Bk ey =1 e Conta Report TS0

“Home Insert Page Layout Formulas Review View Developer Acrobat

e E =D =Dy &) || Connections & Clear . » LA
me & & [ gp,.lw.m.. TR . = A
aperties J‘
From From From From Other Existing Refresh o Al Filter T Te Data Consolidate What-If 0
Access Web  Text Sources  Connections | All» == Edit Links . Advanced | Coly Duplicater ffalidation ~ Analysis = .
Get External Data Connections Sort & Filter Data Tools
B19 - ( £ PG
A B c D E G

1 ClientName ClientCategory ContactType ContactMethodName ContactSuccessful

2 Mardis, Hana M BF Followup Email Yes

3 |Mardis, Hana M BF Followup Email Yes

4 | Allio, Myriah PG Followup Group or Class Yes

5 |Davis, Trina PG Followup Mail Yes

6 Jones, Meagan A PG Followup Mail Yes

7 |Luckey, Cheyenne D PG Followup Mail Yes

8 Pierce, LauraE PG Followup Mail Yes

Click the Data tab at the top and in the Data Tools group select Remove Duplicates. After you
cI|ck on RemoveDupllcates the box below will pop up.

BFPC Contact Report-Testxls [Re

Home Insert Page Layout Formulas Data Review View Developer Acrobat

& |Ga| Connections —_ > %“
L% j '—J '—lJ = I'@ gPl-:-pemes %l H ? JP apply E-‘E E‘;- ?
From From From From Othfr Existin_g Refrevsh S ETlifT il Sort Filter \'Q’Ad\ranced Text to Rerr_love _Dat_a B Consolidate What_—If
Access  Web Text Sources Connections All Columns Duplicates Validation Analysis
Get External Data Connections Sort & Filter Data Tools
A2 - 5 | Mardis, Hana M
[ A B C D E F G
1 ClientName ClientCategory ContactType ContactMethodName ContactSuccessful
LlMardis, Hana M Followup Email Yes
B Mardis, Hana M Followup Email Yes
4 |Allio, Myriah Followup Group or Class Yes
5 |Davis, Trina Followup Mail Yes
6 |lones, Meagan A Followup Mail Yes
T |tuckey, Cheyenne D Followup Mail Yes
8 |pierce, LauraE Followup Mail Yes
9 |Seifert, Rebecca L Followup Mail Yes

oo, caer e s I (e
11 |Mirkena, Almaz

12 |Mills, samantha To delete duplicate values, select one or more columns that contain duplicates.

E Degoma, Emebet ’ 4= select Al ] ’ = Unselect All ] My data has headers

14 |Ankrum, Courtney
5 |Reed, Alyssa A
16 |Kahel, Karima
17 |Gonzalez-Valdez, Carina
18 |[Monger , Amber
19 |Anderson, Ariel R
20 |Mohamed, Fardosa S
21 |Carter, Charlae C
22 |O'Dell, Brittany N
23 |Alvarez, Yvonne J
24 |Hadjian, Darya
25 |Lively, Crystal M
26 IMcIntosh. Shawna K

Columns
ClientMame

[ clientCategory

[ contactType

7] contactMethodiame
[7] contactSuccessful

Followup Mail Yes
Followun Mail Yes

o T B PR T - - - - - A s - -
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Uncheck all boxes except for [ClientName] and then click OK.

E Home Insert Page Layout Formulas Data Review View Developer Acrobat

] g E= mm > hb o o®rm @rm  cEm 43
add & @I uE W, &= 85 B 9= B H % 4l
From From From From Other Existing Refresh _ )L\l Sort Filter 7 Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text Sources  Connections | All™ 7 Advanced | Columns Duplicates Validation ~ Analysis 7 " .
Get External Data Connections Sort & Filter Data Tools Qutline
v fe | Mardis, Hana M

A B c D E F G H J K
1 ClientName ‘ ClientCategory ContactType ContactMethodName ‘ContactSuccessful
2 |Mardis, Hana M BF Followup Email Yes
3 |Allio, Myriah PG Followup Group or Class Yes
4 |Davis, Trina PG Followup Mail Yes
5 lones, Meagan A PG Followup Mail Yes
6 [Luckey, Cheyenne D PG Followup Mail Yes
7 |Pierce, Laura E PG Followup Mail Yes
8 |Seifert, Rebecca L PG Followup Mail Yes
9 [Bradbury, Casey R PG Followup Mail Yes
10 [Mirkena, Almaz PG Followup Mail Yes
11 |Mills, Samantha PG Followup Mail Yes
12 |Degoma, Emebet PG Followup Mail Yes
13 [Ankrum, Courtney PG Followup Mail Yes
14 |Reed, Alyssa A PG Followup Mail Yes
15 |Kahel, Karima PG Followup Mail Yes
16 |Gonzalez-Valdez, Carina PG Followup Mail I'\\’ Yes Microsoft Excel @
17 [Monger , Amber PG Followup Mail Yes =
18 |Anderson, Ariel R PG Initial Mail Yes Iol 178 duplicate values found and removed; 157 unique values remain.
19 |Mohamed, Fardosa S BF Initial Mail Yes =
20 |Carter, Charlae C PG Initial Mail Yes
21 |0'Dell, Brittany N PG Initial Mail Yes Was this information helpful?
22 |Alvarez, Yvonne J PG Followup Mail Yes
23 |Hadjian, Darya PG Followup Mail Yes

This last screen will come up letting you know how many duplicates were removed and how many
unique values remain.

STOP and STRETCH!

Another Way to Manipulate Data in a Spreadsheet

Data in a spreadsheet can also be manipulated using this technique.
To get started click in the upper left hand corner of the spreadsheet to highlight the entire
spreadsheet.

D E F G H | J K L
1 ClientName PHClientld ClientCategory ‘ ContactDT | CreateDT ContactType ContactSuccessfulind ContactMethodid ContactMethodNam:
2 Razo, Dora BF 12/16/2014 3:15:29 PM 12/16/2014 3:19:16 PM Followup Clinic visit

Next click on [Data] in the title bar.‘

g Home Insert Page Layout Formulas Data Review View Acrobat

o) Y o) | - |La| Connections - { B =mm=| — * T ®E €E gE J
aem | @ B2 8 B |, = B B B= = " W 83

From From From From Other Existing Refresh il Sort Filter \',' Textto  Remove Data Consolidate What-If Group Ungroup Subtotal
Access Web  Text  Sources~  Connections Allr & [ Advanced | Columns Duplicates Validation * Analysis ~ < <
Get External Data Connections Sort & Filter Data Tools COutline
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And then click [Sort].

A box like the one on the next page will appear. Click on [Add Level] and the list of columns
available to select appears.

( ) X Delete Level || 23 Copy Level ||| - || v | My data has headers

Sort On Order

Since you would like to know how many pregnant women were seen for initial and follow up visits
and how they were contacted select those 3 columns. Select the client category for the first level
by clicking on [ClientCategory].

’ -..‘.-151 Add Level ] [ X Delete Level ] ’ =3 Copy Level ” |E| |Z| My data has headers

Colurmn Sort On Order

Sort by Z‘ |'u'a|ues IE“ |"!" to Z IE“

AgencyMame -
ClinicMame
Stafftlame
ClientMame
PHClientld
ClientCategary
ContactDT

CreateDT
ContactType
ContactSuccessfullnd
ContactMethodId
ContactMethodMame
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‘:’gl Add Level ] ’ X Delete Level ” 53 Copy Level ” & || w || Options My data has headers
Column Sort On Order
Sortby  FiientCategory =] |values [x] (Atoz = [

| ok || cancel |

Now click on [Add Level] and select [Contact Type] for the 2" level and click on [Add Level]
and [ContactMethodName] for the 3™ level. You can now select the order you want each column
to sort under [Order] Ato Z or Zto A . In the selection below we wanted ContactType “Initial”
contacts to show first so Z to A was selected.

u':él Add Level ” }( Delete Level ” 123 Copy Level ” Y B My data has headers

Column Sort On Order
Sort by ClientCategory E Values E AtoZ
Thenby | ContactType [v] |values [x] |Ztoa
Thenby | ContactMethodName E Values E AtoZ

When you click [Ok] the columns will sort appropriately. In the example below you can see all the
columns with the ones selected sorted by order A to Z for ClientCategory and
ContactMethodName and Z to A for ContactType.

HINT To hide excess columns to make your spreadsheet easier to manage, click on the Letter of the
column to highlight and then press hide on your keyboard. For example to hide the ContactMethodID
in the spreadsheet below, click on the [K] to highlight column K — ContactMethodld column and then
right click on the column and then [hide] in the drop down box. To unhide a column highlight the
column on either side of the hidden column, right click in one of the columns and click [unhide] in
the drop down box.
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F G H | J K L
ClientCategory | ContactDT CreateDT ContactType ContactSuccessfullnd ContactMethodid ContactMethodNam: =

BF 10/29/2014 2:58:36 PM 10/29/2014 3:11:38 PM Initial Clinic Visit

BF 11/3/2014 2:35:04 PM 11/3/2014 2:41:43 PM Initial Phone Call

BF 12/16/2014 3:15:29 PM 12/16/2014 3:19:16 PM Followup Clinic Visit

BF 11/26/2014 3:16:59 PM 11/26/2014 3:43:49 PM Followup Clinic Visit

BF 11/25/2014 2:20:05 PM 11/25/2014 2:22:25 PM Followup Clinic Visit

BF 11/19/2014 11:58:29 AM 11/19/2014 12:00:58 PM Followup Clinic Visit

BF 10/22/2014 3:01:57 PM 10/22/2014 3:04:31 PM Followup Clinic Visit

BF 10/21/2014 3:46:21 PM 10/21/2014 3:47:24 PM Followup Email

BF 12/11/2014 10:19:40 AM 12/11/2014 10:20:00 AM Followup Group or Class
BF 12/11/2014 10:07:55 AM 12/11/2014 10:11:35 AM Followup Group or Class
BF 12/10/2014 12:00:00 AM 12/11/2014 10:12:32 AM Followup Group or Class
BF 12/10/2014 12:00:00 AM 12/16/2014 1:44:33 PM Followup Group or Class

If there are not too many, you can count the number of contacts to complete the BFPC Quarterly
Report. For a large number of contacts you may wish to cut and paste a certain selection into a
blank spreadsheet and note how many rows are used in the spreadsheet. Using the spreadsheet
report above, the Quarterly BFPC report can be completed. For example there were two Initial
contacts for breastfeeding women — one was a clinic visit and one was a phone call. Those have

been added to the report below.

| Caseload:

Today's Date:

BFPC Supervisor:

BEPC:

O i #4

I \ Number of Contacts

oty Fregmmmt

.nﬂ"

Tallow Up Fregamt

Tal=TF

Telephone Contaces

1

Attempted Contacts

Home Visits

Clinic Visits

Hospital Visits

Groups or Clesses

Text

Social Media (Facebook/ Twitter:

Other

Yields to Breastfeeding Expert

Totals

Skill Builder

Run the BFPC Contact Report for a FFY Quarter to see how many contacts have been made. You
might want to add a few more than Lisa Lemon. Save the report as an Excel Spread sheet and
work through the steps above to create a Quarterly BFPC report.
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@ STOP and STRETCH!

Nutrition Education

Open Nutrition Education in the Quick Links for
Lisa Lemon. The Nutrition Education window
consists of three tabs: Topics, Handouts, and
Client Goals.

éTﬂplﬂﬁél Handouts | Client Goals

These tabs are used to document various aspects of nutrition education provided to the client. You
should talk with your BFPC supervisor about whether or not you will enter information into
any of these screens. If you will not, still read the next pages so you know about these tabs in
case you want to see what was recorded by staff at other visits.

Topics Tab

The Topics tab works just like the Topics tab in the BFPC Summary. Since you add topics on the
BFPC topics tab, you will not use the Nutrition Education Topics tab except perhaps to see what
breastfeeding topics other staff has discussed.

Handouts Tab

The Handouts tab allows you to quickly document handouts provided to a client. Remember, do
not provide “packets” of handouts. Prioritize the client’s interests, concerns, and risk factors and
try to select a pamphlet/s of real importance. Also it is best to review certain parts of the
pamphlets, including marking some passages, and possibly using suggestions in a pamphlet to
encourage the client to identify steps to changes.

The handouts are listed in alphabetical order on the left and are specific to client categories. Local
clinics have the option to add their own handouts. You will select handouts the same way that you
select topics.
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Client Goals

Currently Viewing:

Be A Healthy Role Model “ Low Maternal Weight Gain
Be good to your baby before it is born Pregnancy at a Young Age
Beans

Breastfeeding basics: Common problems
Breastfeeding basics: Collecting and storing your milk

Breastfeeding basics: Getting started 09/17/2013 A Special Gift For Your New Baby
Breastfeeding basics: The first six weeks 09/17/2013 E Choose My Plate 10 Tips
BFPC Brochure

Breastfeeding Mother/Baby Log

Breastfeeding - You Can Do It! DVD

Bringing Home Baby magazine

Busy moms

Calendar - 2013 NWA

Calendar

Choosing WIC foods/Using your WIC checks

CSFP

Cut Back on Sweet Treats

Eating for two -

Select a handout or two for Lisa. Double click or use the Include button.

Click [Save]. If you want to leave the Nutrition Education screen, you would also click [Cancel].

Client Goals Tab

The main purpose of the Client Goals Tab is to document information about the client’s goals
related to nutrition and health. As a BFPC, you probably will not be recording goals. However, it
may be useful for you to click on the Goals tab and see what goal was recorded at the Certification.
If the client is a breastfeeding mother and infant, there may be a goal related to how long the mom
wants to breastfeed and steps to reach that goal.

As with many windows in KWIC, if you are going to create a new goal, click [Add] to get blank
fields for you to record information gathered today.

Currently Viewing:

09/17/2013 Gain weight appropriately, bf 1 yr

s Add

Client Goal
Gain weight appropriately, bf 1 yr

Ways to Meet Goal
will try to eat anacks more frequently

Staff Reinforcers and Recommendations
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More than one goal can be added by clicking the [Add] button. Use the [Delete] button if you
mistakenly add a blank goal line.

If your supervisor does want you to add a goal sometimes, here is some guidance.

The goal shown above is to give you an example to demonstrate the following guidance. In reality,
if you are instructed by your supervisor to use this screen, it probably will just be when you work
with women who are currently breastfeeding, not a pregnant woman like Lisa.

e Client Goal

Staff should encourage the client to identify a goal related to breastfeeding, nutrition or health
considering the concerns already identified by the client. If the client had no concerns, staff
might suggest a possible goal. Enter a short description of the client’s goal (maximum of 200
characters). Use the client’s words as much as possible, but staff may suggest more concrete
wording.

Many clients do not think about goals, so you might try to use words other than just “What
goal do you have for eating or health?” Consider if these examples might conversation-starters
for you to try.

o  “You said that breastfeeding is going well. About how many months would you like to
breastfeed?”

o “You mentioned that Baby Susie’s dad would like to help feed, but can’t because you re
breastfeeding. What do you think about having a goal about encouraging him to help
with other things to feel involved with Susie? Be prepared to offer a couple concrete
suggestions if mom is unsure.

It can be challenging to get clients to participate in developing a plan, so takes some practice in
encouraging it. Ideally the goal should be the client’s idea, but sometimes it helps for the

counselor to provide some suggestions to make it more concrete or, as in the last example, to
make a suggestion based on a risk we have identified.

o Ways to Meet Goal

This section allows you to work with the client to identify a few
concrete steps that can help the client reach the goal. It can take

considerable skill to help the client think about very specific,

realistic steps that they are likely to do.

This information is for the client so the language and steps
should be simple, concise, and doable. You might first need to
explore barriers to the identified goal. Then ask the clients for
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some very specific possibilities to get around that problem. Many handouts offer a list of
suggestions. Consider showing such a list to the client and asking something like, “Do you
think any of these steps might work for you? ” If so, ask the client to identify which ones they
might use or adapt. You can mark them on the handout and record in KWIC.

Here is another example.

“So you have a goal to breastfeed for at least 6 months, but you 've talked about having pain
and are concerned about how much breast milk you are producing. Let’s talk about some
things to try.

Then after the conversation, you might end up with four different things as “Ways to meet
goal.”

Lean back more and support baby with pillow during nursing.

Watch for early hunger cues and nurse before baby gets too hungry.

Call me (BFPC) tomorrow afternoon to let me know how things are going.
Come back to WIC in X days to have the baby weighed.

el A

Staff Reinforcers and Recommendations

This field is optional. It is a space for staff members to document what they would like to have
reinforced at a future visit. This might be something reinforced during a visit with a dietitian or
nurse at a one-on-one secondary education visit for this certification period, or at the next
certification appointment. You might also note recommendations made to the client or
recommendations to WIC staff who may work with the client in the future.

When complete, click [Save] or just click another tab in the Nutrition Education window if you
have more Topics and Handouts to add. Then save when you’ve done all three of the Nutrition
Education screens. Every time you save, you create a contact in History.

Print Client Goal Check Box

After you save the window, the client goal will display in the upper section. If desired, you can
print the Client Goal and Ways to Meet Goal.

o Check the Print checkbox for the goal(s) you want included on the report.
o Click the [Print Selected Goals] button.

For each goal selected, the printout includes the date the goal was recorded, the goal
description, and the contents of the Ways to Meet Goal field. There is not much point in
printing off the goal if the goal and “ways to meet” are generic and broad. On the other
hand, if the ways to meet the goal are very concrete, you can offer to print them out and
suggest she put them somewhere she’ll see them regularly.
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Skill Builder

If you did not enter a topic and handout for Lisa Lemon, go back and enter those now. Save.

(3.

Repeat reminder — Talk with your supervisor about which screens in KWIC she

thinks you will use in your specific clinic and working circumstances.

The End
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